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A coordinated effort between Rick Campbell at the Stark County Recorder’s Office and Kim 
R. Perez at the Auditor’s Office has been accomplished to better integrate the county’s data 
and improve the service provided to the citizens of Stark County. The DTS Ohio Remote 
Filing Client application has been set up to accomplish some essential tasks. These tasks will 
allow attorneys, title companies and banks herein referred to as customers the use of the 
Remote Filing software to route remotely filed documents to the County’s Tax Map Division 
and the Auditor’s Conveyance Division before being processed by the Recorder’s office all 
with the single click of posting a transaction. 

 

Enclosed in this manual you will find: 

• DTS Remote Filing Client Requirements 

• DTS Remote Filing Compliant Client Scanners 

• Overview and instructions for the Remote Filing System 

• Agency Account Agreement 
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DTS Remote Filing Client Requirements 
 

 

Operating Systems: 

 

The DTS Remote Filing Client currently works under these operating systems: 

 Windows 98 

 WinNT 

 Windows 2000 

 XP 

Although the Remote Filing Client will work on all of those listed we strongly recommend 
using these: 

 WinNT 

 Windows 2000 

 XP 

 

Hard Drive Space: 

 

The Remote Filing Client requires that you have at least 200MB of space available. 

 

Internet Connection: 

 

The Remote Filing Client requires that you have a broadband connection or its equivalent. It 
also must have access to the Internet via Port 80.  

 

Scanners: 

 

The Remote Filing Client requires that you have a TWAIN compliant scanner. If this is not 
possible you can still use a different scanner and import scanned images into the Remote 
Filing Client. These imported images MUST be Black & White, 200-300 DPI, Group 4 Fax 
Compression, and in TIF format. The Remote Filing Client will not accept the imported image 
if it does not conform to this. 

 

*NOTE: Not all scanners are TWAIN compliant even if they say they are. Please ask for the 
DTS Scan Test to see if your scanner will work with the Remote Filing Client or for the list of 
already tested compliant scanners. 
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Compliant RF Client Scanners 
 

Objective: 

 

 A list of tested scanners that were found to be compatible with the RF Client. This list will be 
updated with compliant scanners as they are found. It does not mean other scanners will not 
work, only that we have tested these scanners. 

 

Tested Scanners: 

  

Fujitsu 

 FI-4010cu 

 15C  Will not be able to use Buffered Transfer Mode 

 4099 

 Fi-4120c 

 Scan Partner 620c 

   

Brother 

 DCP-8025D This was tested via Network and Direct Connect 

 MFC8500 

 MFC9700 

 

HP 

 OfficeJet d155xi 

 OfficeJet v40xi 

 ScanJet 8250 

   5550c 

 

Ricoh 

 Aficio 2045s/p 

 

Toshiba 

 DP85F 

 

Visioneer 

 9450 
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Notes: 

 

The preferred method of scanning documents is the Native Transfer Mode. Use this method if 
possible. More than likely if this method does not work, Buffered Transfer Mode will not 
work either. In this case, the user will have to import the images. 

 

Troubleshooting: 

 

Most problems found using these scanners will derive from improper installation of the device 
or outdated drivers. Make sure the scanner was properly installed and has the latest drivers. 
Any problems with the scanner should be reported to the manufacture. 

 

Scanners not appearing on this list may still work with that application. These should be tested 
using the DTSScanTest.  

 

 

Printers 

 

Printers must be able to handle letter sized paper. 
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Overview of the System 
The Remote Filing Module is a remote, electronic filing system enabling the customer 
the convenience of filing documents remotely via an Internet connection.  The Remote 
Filing Module collects filing information such as index names or legal descriptions.   

 
 

 



                                     OHIO REMOTE FILING 
 

 6 

TrakRecord Training Manual                                                                           DTS Remote Filing 
 

Launching Remote Filing 
1. Click on the Start button at the lower left corner of your screen. 

2. Move the cursor over the Programs selection and wait until the Programs Fly-Out 
Menu appears. 

3. Select DTS Remote Filing from the Fly-Out Menu by doing one of the following: 

• Left-Click on the selection OR 

• Once the selection is highlighted, press Enter 
  

  

Logging In 

The following Logon Screen will appear after you have selected Remote Filing from 
your desktop. 

 

 

1. Type your “Name” in the Name field. 

2. Type your “Password” in the Password field. (The password is case-sensitive) 

3. Enter the “Server” Path and click on OK. 
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• The Recorder’s Office will set the usernames and passwords. 

• Passwords must be at least 6 characters long but not more than 10.  

• Passwords are any combination of letters or numbers (i.e., alphanumeric). 

• Passwords are case-sensitive.  You must know if or what is keyed in as upper or 
lower case. 

� You should now be looking at the following screen: 
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Understanding the System Environment 

Once you have successfully logged in, the following Main Window will appear. The Remote 
Filing Module provides an easy to use point and click interface via the Quick Icons and Five 
Menus.  This is the Main Window from which the Remote Filing Module operates.   

 

 

The Drop-Down Menu: These are located in a row just below the Main Window Title.  
Clicking on a Drop-Down Menu will reveal a list of possible commands to select.  If a 
command name is shown in a light gray color, that command is not available.   
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Creating a New Transaction 

To begin recording: 

In order to create a new transaction, you may select between one of the three 
options. 

� Select the New Transaction from the Transaction Menu.  

� Click on the New Transaction Icon.   

 

� Click on Add New Transaction under the Prepared Transactions in the 
Transaction Window. 

 

� The following screen will come up: 

Doc Types Window 

 

The box will contain the document types accepted by your local office. 
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Double-Click on the desired Doc Type.  The new document will now appear under the selected 
Transaction along with the data grid.   

Note: When e-filing any document that must go through the Tax Maps 
(Engineers) and Conveyance departments you must enter the grantor and grantee 
information.  

 

 

You are now ready to Scan the Document. 

1. Place your document in the scanner and select Scan Document from the 
Document menu or click on the Scan Icon.  Note: The documents must be 
scanned in at 200 or 300 dpi in black and white only. 

� If you do not have a scanner attached to your pc, you will be given the 
option to Import a Document Image.   

2. In either case, the image should now appear in the Image Window. 
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Adding a Remark 

� You can add a Remark to either a Transaction or Document, to be viewed by the 
person Recording your transaction. 

1. Click on the document you wish to add a Remark for.  You can then either Select 
Update Remarks from the Document Menu or double-click on the Comment 
Window at the bottom of the screen. 

2. Enter the desired remarks and press OK.  These remarks will be viewed by the 
local recorder. 

 
 

• At this point, if necessary, click on the Conveyance Form Button (located next to the last 

item on the tool bar)  
• The following screen will appear: 
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Complete the Conveyance Form by entering the information for each question in the white 
section. The grey area is locked and will be completed by the Auditor’s staff when they 
receive the form electronically.  

 

In the top right corner of the form, you will see a link that says: 

Click Here To View Instructions  

 

 
When the form loads, the default is to not display the instructions for each section of the form. 
If you click on the instructions link, you will see that a brief description of instructions appear 
in a grey box just below each question to inform you as to what information should be entered 
in the field. Here is an example of what you would see: 

 

This area to be completed by Title 
Company 
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To remove the detailed instructions, simply click on the link in the top right corner of the form   
that now says Click Here To Hide Instructions 

 

 
 

Another simple way to view instructions for one item at a time is to click on the underlined 
number/letter of the item in question. See example below: 

 
 

Lets review instructions for item 7 a.). Take the mouse and left click on the a.) and you will 
see the following: 

 

 
The instruction box pops up. To remove the instructions, take the mouse and left click on the 
grey box. 

 

 
 

After you have answered all the questions on the Conveyance Form, click on the OK  button 
located on the bottom right corner of the screen. 
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Once you have clicked on the OK button, you will be returned to the Remote Filing Client 
screen.  At this point you could add another document to the Transaction by selecting Add New 
Instrument.  

Posting a Transaction. 

1. Select the transaction you wish to post and click on either Post Transaction from 

the Transaction Menu or the Post Transaction Icon.    

2. The transaction will now appear under the Submitted Menu. 

 

The Conveyance Form, document image, and data are electronically routed to the Tax Map 
staff, then to the Conveyance staff, and finally the Recorder’s staff.  If you are not recording a 
conveyed document, it is simply routed to the recorder’s office.  NOTE: Conveyance Fees 
and Recorder Fees will be debited from the Escrow account you have set up at the 
Recorder’s office. Be sure you have enough funds in your account to cover both 
Conveyance and Recorder fees. 

 

 

 

 

Click here 
when form is 
complete. 
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3. Simply insert the original document into your default printer and press OK .   The 
document will now have a checkmark  � beside it indicating it has been stamped. 

4. After all the documents within a transaction have been stamped, you are ready to 
print the transaction receipt.  By simply selecting the transaction, the receipt will 
appear in the Image Window. See example below: 

 

If any of the offices reject the document, you will be notified through your Remote filing Client 
software. Look at the screen below and notice the headings: 

Rejected By Tax Maps, Rejected From Auditor, and Rejected From Recorder 

 

You can view the reason for rejection in the Rejection Reason/Comment section. Make your 
corrections and post the transaction again. 
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After the document is accepted through every office, you will print out the Conveyance Form, 
the stamp for the Conveyance document(s) will be a cover page you print out, and print the 
receipt showing the total fees collected.  

 

 

Select the Accepted Deed Conveyance document you want to view. Now view and print the 

Conveyance Form by clicking on the last icon on the toolbar:     You will see the 
following: 

 

Complete Accepted    
Conveyance Form 
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Print the Stamp Cover Page by clicking on the stamp icon:   You will see the following: 

 
 

This cover page will have both the Recorder’s and Auditor’s electronic approval stamp. 
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Print your receipt for the transaction as you have in the past. You will see the total fees 
collected for both the Recorder’s office and the Auditor’s office. 
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Deleting Transactions  

When you receive an Accepted Transaction, the documents within that transaction along 
with their images and indexes are being recorded at the local recording office and can 
now be removed from this system.    

1. Simply click on the transaction and select Delete Transaction from the 
Transaction Menu.  You will be asked to confirm the delete as in the below 
example. 

 

� Click on Yes and the Transaction is removed from the Transaction Window. 

  

 

 

The Recorder’s Office and Auditor’s Office are continuously working to improve their 
customer service provided to the Stark County citizens. The goal is to provide convenience for 
their customers to remotely file Conveyance documents.  

 

 

 

 








